
X L l  ~ -. 

OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HlSTOl 

RECORDS MANAGEMENT DIVISION 

APPLICATION 7 3 R  RECORDS RETENTION SCHEDULE 
- . ..~ 

INSTRUCTIONS: See Publication No. 76-EM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division. 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Scheduling Section. 

. 

-_._I .__=- - .~ -_~__~-_ - ~ - ~  . ~ ~ - - . .~~ .~ .__. 
FOR ~ . RECORDS . ~- .. . MANAGEMENT USE -_ ~~ - -_ 
3b - 353 ___ .. . . ~~~ 

Date Complered 
V I 9 1976 l . m  _ _ _ ~ ~  ~_! L.1976 ~- .. . i~_ . ~ ~- - -- __-. 

Telephone Number 
656-6110 __ . . ~ ~~ - _ _  ~ ~~~ ~~- ~~ 

FOR AGENCY USE 1. Agency Address! 
Georgia Bureau of Investigation 
Georgia Crime Information Center 
959 E. Confederate Ave., S. E. . 
Atlanta, Georgia 

___ ~ ~. 
~ 

~_.__ 
~~ . ~~ .~ ~~ ~ ~ ~~ ~. ~~~~~ -~ ~~~ ~ ~~~ 

Working Title 

Secretary 
~ ~~ .~ -. 

. .  

Application l h t e  

11/16/76 
Application Number 

_ _  
2. Person to Contact 

r A c t i o n  Requested 

Debbie Worsham 

mEstabilsn Retention Schedule; record will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

~ ~~ .~ ~ -~ ~~ ~ 

a. 
b. 

Checkone: 0 Chan& 0 Supercede; 0 Void 
5. RecordrScrier Title (followed by tide us& in office; if different) 0. Dates of Series 

Earliest Latest 
Present GCIC Administrative Subject Files 

.____._I ___ 1973 I 
CDivision a d  Office Function . - . 

The Geo;gia Bureau of Investigation provides crime prevention efforts and criminal 
- investigative assistance to local law enforcement agencies and the Executive Branch of 
Government of the State of Georgia. The Bureau (GCIC) provides criminal identification, 
criminal history, and offender tracking services to Georgia Courts, the correctional 

the Georgia Post Mortem Act and the Implied Consent Act. 

What is t h e  function of the Division and the Office in which this record series is created? - .  

. system, and local law enforcement agencies. The State Crime Laboratory administers 

- _.  
1. Record 9ri.r Delcription Th is  file contains the following documents (include form numbers and titles, if any): 

Attach samples of the file. 
. .  

' Documentr to: administering the Georgia Crime Information Center. 
r ' :  . 

Included are: ' . . ~memoranda; m-muals,. monthly reports,: &hide reporbc;'@&s&nnd files, 
' field r&presentativei s .Xnspeetion Yeior€s-,. co*es of FetIeYtll Grants, 

'~ newsl.etterk, and related correspondence. 
~. 

,, . .  
: . i 

' File is arranged:, .;,: :~ 1 i..alpha6etic&y. by sbbje'ct;+hereunder by sub-title. 

8. Monthly Reference Rate 

One to six months old 

~. .. 1 
---__ - 

How often are records referred to which are: 

25 ;.&den to twelve months old 25; Thirteen to twenty-four months old -I-.-; 
twentv-five months and older ? . .  

Letter-size drawers : Lsqrl4ze drawers ---.-;Shelves : Other (specify) - - - 

- _- ~~ ~ _-__ ._ #. Annual Ram of Accumulation of Remrds > 

. .- . 
~~ 

R-80-71; Rm.78 (0-1 

i ~~~ - -~ -~ ~ 
~~ 



a. State Law -years. d. Audit period years. 
3 b. Statute of limitation ----.-years. e. Administrative need ~- -years. 

E. Federal law -years. f. Federal retention instructions years. 

. 

Proper administration of GCIC makes. it'necessary for GCIC personnel to be able to refer 
to actioris of the past two years 

Attach cow or excert of laws or regulations. Explain administrative need. 
.~ . .  

1__-1 __ __I -____I----- - _- 
ZAppFoved Disposition Instructions This agency recommends t h a t  the file series be cut off a t  the end of each: - -__ 

Calendar Year; Fiscal Year; 0 Other -then. 

xbcHold in the current files area month(s) -2 ~ yearb); then 
0 Transfer to local holding area; hold ---yeark); then 
I3 Transfer to State Remrds Center; hold L y e a r ( 4 ;  then 

0 Transfer to State Archives for permanent retention. 
0 Other /SperifyJ 

XKl Destroy. 

These instructions apply to a l l  prior and future accumulations of the wries. 

ecommendations in para- 
aph 12 are approved. 
f disapproved. attach letter 
explsnation.l 

-I__. - 
-50-71; R w . 7 6  

I Secretary of P. e/Designee t-' Artornev GeneralIDesianee 

lSignature) Date 
- - I T - -  - - -- 


